SWEIS

Supplier Relationship Management (SRM) 7.2

Delete a Purchase Order at the Header with an Asset Shell

Business Process Procedure

Purpose: Use this procedure to delete a purchase order (PO) that meets strict and specific
Header and Line Item criteria.

Trigger: This procedure is to be used only when a Buyer has a PO that does not have any
Back-End Document Numbers in SRM such as “Confirmations” (Goods Receipts), or Invoice
Receipt(s). Reasons for deletion may be, but not limited to, the following:

e The wrong Transaction Type was selected when the PO was originally created

e The wrong vendor was selected when the PO was originally created

e The requestor no longer needs the material/service

The user must conduct thorough research of the PO in SRM to determine whether there are
Back-End Document Numbers. Research can be done by viewing the “Tracking” tab of the PO
as shown below. This PO does not contain a “Back-End Document Number” such as a
Confirmation (Goods Receipt) or an Invoice Receipt in SRM and can be deleted at the Header.
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Process Considerations:

Remember when a POs Line Item(s) is deleted at the Header Level or at the Line Item Level,
the PO’s associated Shopping Cart will return to Perform Sourcing.

Remember prior to deleting a PO, research to determine if this PO was created using an Asset
Shell will need to be completed. If an Asset Shell was used to create a PO the Asset Shell will
need to be removed prior to deleting the PO. For this example an Asset Shell will need to be
removed prior to deleting at PO at the Header.
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Steps to Delete a Purchase Order at the Header

1. Display the required Purchase Order, then click the “Edit” button at the top of the screen.

Then click

the “Details” button.
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2. Click the “Account Assignment” tab. Then highlight the Account Assignment line and click
the “Delete” button.
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3. Click “Add Line” button and enter your account assignment information without the Asset
Shell. The Account Assignment Category will change to Cost Center. At this point you can
enter the cost center information associated with the Asset Shell without actually using the
Asset Shell itself. You will not be able to use the General Ledger Account that was
associated with your Asset Shell, you will need to use the search criteria button to populate
the General Ledger Account that is associated with the good/service.

[ i tertar (ot 535 ot e Meovs v e T . Lt |

1= b P .
|
|

Mange Parchaw Orsor |
RS Sy o - = = = |
St [ ove £ ot revem ||| i | Eoee | dimwe L owert | o] un { M 1000 0 - ‘
Prchatn Orwe Wewier SMETTH0° (Thamge Vorwn|  Parvmmen Order Topm 50T Swomnet 0 By & Ssocee e R Sorter W MINLI IeCLELLAAIUIANRT ‘
e e R s s i | e | iy
.. wl |
O 1 atntvem o Sowy £ ey L Bt | bene L rames daerm of bew | o ey o | Arwen L -
R R R e Pt Lty | Dy WK Camey P WP e s Sede Ty Caee  Tebes Bat | Doy b b b |
—— [ L e - T SmITIN Su G '
Tots Y 10wty 0K ¢
Tt & 4
Totei Vv imanl (MM o
£
e e — W e e — et e o ——— L d Frd T — —-—— — et —
 Ji= N i | Gang Qe o S
. e R L e e .t Al e et Avrgt L oe e L o Deve v Lot Dasoures Bare Ava A oy L
m 10 Lo L - [CETN
Cp— 3
0rey (ateyy S
e LT ST PEp—
i Fimacsoce e
— — — —

May 20, 2014 4




E 3 T Co T

L P

= e =l

[ L R ———

Powtann o Mewder SIETTINT Thamge Vo | Partueen Crie Tyyw 0N Seater 70

R L
[ u‘m Vo vl A | g | Ty

ML et Sowmdne Ll TWATILAANNIALD

4. Click the “Check” button. If not hard stop errors, click “Order” button. The status will

change to “Awaiting Approval,” click Refresh button until your document status is
Ordered.
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5. Click the “Delete” button at the top of the screen as shown below. Do not place the PO in
“Edit” (Change Purchase Order) as the Delete button will not be displayed for selection.
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6. The screen below will display with a pop-up asking, “Delete the purchase order?” Click
the “Yes” button.
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7. The screen below will display a pop-up indicating that the purchase order was deleted. Click
the “Close” button.
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8. Refresh the PO. The status should show “Deleted.” Notice the Status of the PO equals
“Deleted.” With this procedure the line items do not receive a red X in the Deleted Column
of the Item Overview.
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Note: The entire PO will be deleted and the shopping cart associated with the PO will return to
Perform Sourcing in order to be resourced or rejected.

e The wrong Transaction Type was selected - Resourced

e The wrong vendor was selected - Resourced

e The requestor no longer needs the item - Reject

To verify that the Shopping Cart is available for sourcing:

Go to the “Purchasing” folder.

Click “Purchasing” in the Navigation Pane.

Click “Perform Sourcing” under “Central Function.”

Enter the shopping cart number in the “Number of Requisition” field.

Click the “Search” button. The shopping cart number will display in the “Requisition/ltem
Number” column of the search results.
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To verify in ECC that the purchase order was deleted and the funds unencumbered,
follow the steps below:

c
1. Click the “ME23N” Folder. 4=

2. Click the “Other Purchase Order” button. | Other Purchase Order |

3. Inthe “PO” text box, enter the PO Number.

(= Select Document
PO |

4. Press “Enter” on your keyboard. The Header Status will show 0.00 for all items.
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5. Atrash can I will display on the line item(s).
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Note: The user will need to have the FM Display role in order to verify that the funds have been
unencumbered using the following process.

1. Click the “Menu” | button, and from the drop-down list select “Environment.”

2. Then select “AC Commitment Documents.” ;
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Funds Management doc

3. Double-click on Object Text Type “Funds Management.”

4. The FM Document Journal will display. The funds for each line should show $0.00.

II Documemnt Journal
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You have successfully deleted a purchase order and verified that the funds have been
unencumbered.
Example of PO that Cannot be Deleted at the Header
The following PO has two “Back-End Document Number(s)” or “Confirmations” (Goods
Receipts) documents and cannot be deleted at the Header. To delete this PO, the two
Confirmations (Goods Receipts) would have to be reversed.
Disgdoy Purchase Ovder
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